How to Make Your Own Interactive Form
 Ron Fujihara, MA Educational Technology
rfuihara@lbusd.k12.ca.us
1. Open a blank Word document.

2. On the toolbar, click on View ( Toolbars ( Forms

3. Your toolbar should now have this added.

[image: image1.jpg]abl ¥ BB s |





4. Type a question you want your students to answer.

5. What is your first name? 

6. Place your cursor where you want the students to type in their answers.

7. What is your first name? 

8. Click on the ab button and a form box is inserted.

9. What is your first name?       
10. You can change the font size, color, and shade.
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 To check your work, click on the (
12.  To make additional changes click on the lock again to unlock the page.
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If you want to add a drop down list.

14. Place your cursor where you want the drop down list and click on ( 
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A text box form is inserted.  FORMDROPDOWN 

16. Next you want to configure the list. Highlight the box and click on (
17.  Enter the items you want your students to choose from.
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You can go throughout your activity sheet and insert form boxes or dropdown lists.

19.  To check your work, click on the (
20. When you click on the lock. The lock locks the page so that the form boxes become active and students cannot enter any information except in the form boxes you inserted. You should also save your document as a locked document.
21.  Upload your document to your web site, send it as an email attachment, or load it on your class computer.
22.  Create a link on your web page to the document and then students can download the document as a Word document and save it as a Word document
23.  You can use the forms in tables too.
24.  Let’s make a simple form:

Name:        Today’s Date:        Status:  FORMDROPDOWN 

Let’s make a simple story with fill ins:

I  FORMDROPDOWN 
 to the store yesterday and  FORMDROPDOWN 
 some apples and bananas.

25.  Have fun with it. Students who were absent for the lesson will now have access to the document and will be able to complete the activity either from home or after returning to school.
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Ron’s web page: http://www.m-z.biz
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